
- - . 
* - -- ,/ ~ -/- ~ I ~ ,  - , .. . . -~---_.--".," 

OFFICE OFTHE SECRETARY OF =ATE 
DEPARTMENT OF ARCHIVES,AND HISTOR? 

RECORDS MANAGEMENT DIVISION 

i .  
APPLICATION FOR RECORDS RETENTION SCHEDULE 

- .l.----l_---ll__l_l. I+%~IIc--L--._.-^--. I 
____I- 

INSTRUCTIONS: See Phblication ho. 76-!2M-! for instructions on completing this form. Forward signed oAginaI to 
Department of Archives and Histo'ry, Records Management Division, 330 Capitol Avenpe; Atlanta, Georgia. 30334, 
Attention: Scheduling Section. -_- 

ipplication Dare Department of Public Safety 
Driver Support Division 
Post Office Box 1456 
Atlanta, Georgia 30301 

- 
4pplication Numbar 

-_.- -. - 
FOR RECORDS MANAGEMENT USE 

---_I-_ 

Application Number 

- -- _I__ _. 
Date Received Date Completed 

.- 
3AN 2 3 1978 lFEB 1 4 1978 

Telephone Number 
I 

656-6639 
-- ~ - -I -_I- ~ - ~- .~ - ~ -. .~~ ___-_I___ I_ ____._I-_ __ -~ . .  __--- #. Action Requested ,I 

l a. 

c. 

0 Estabitsn Re?sntion Schedule; record will continue to accumulate. 

El Amend Application No. 2 5 1 1 9 2 1 1 -  Check One: 0 Change: 
- b. . 0 .. Dispose . of pr?s?n+ accumulation; no further accumulation anticipated. .~ 

11111--- 
0 >Spe?ede.; 0 Void 

I. Datesof Series 
Earliest Latest 

5. Records Series Title lfollowed by ride used in offke; if different) 

Insurance Certificate Files 
1-1 .- -- 

What is t he  function of the Division and the Office in which this record series is created? 
1 lg71 -_ 

i. Divisionand Office Ftincrioo 

Driver Support Division 

Provides administrative and supervisory support t o  the Driver Services Section, Accident 
Reporting Section, No-Fault Insurance and Permits Section, Motor Vehicle Inspection 
Section, and Motor Carrier Safety Unit. 

The responsibilities of the Division are directed toward the improvement of driver 
capabilities, mbtor vehicle safety, accident and enforcement reporting, and assurance 
of driver insurability. 

r. Rewrd'Series Desuipdon This file contains the following documents (include form numbersand rifles, if any): 
Attach samples of the file. 

Documntsre'ating to: Proving individual who was involved in a traffic accident was insured 
by an Insurance Company. 

Included are: Insurance Certificate File ISR21) . 
8 

File is arranged: By date of accident and alphabitically within date. . .  .,. . 
b . .. - .  - .  

II---__ ~ 
-.-- _._I_. -.-.%--A -__- 

1. Monthly Referena, Rate 

One to six months old 
twenty-f ive months and older o.-? 
Letter-rize drawers ---: Legal-size drawers --.-; Shelves - :Other (specify) - __I___ 

How often are records referred to which are: 
6 3 000 ; Seven to twelve months old -.----; 600 Thirteen to twenty-four months old 50 

~- _I__ ----+---..-*----- --A- . .  

9, 4x12 Drawers 9. Annual Rate of Accumulation of Records 

-. . 



- ~ . .  i __._I___.---_I.- -_ - -I-_ 

i .  - ----__.I c. I s  this a vital _._____~.___._.._........_._~~-+--..-----I_ record? _.-i 

_____l.i___ d. Does this series I have -- historical or ,long : - termresearch value?- 
e. When one or two documents in the f i le .make it necessary to keep the entire file for a long period, could these 

_,l-_ll__ docume.nts be s&edU!&reSnratv? --_I_ -_I..__ ~ _ I  _I_ 

_Upp+x@cacmtaimxh3huu r i  s ~ ~ w h K ~ ! I f u e s , . n a ~ 9 y , ~  - .  
g- IS ;h infor&&?on contained in this series ever analyzed andlor recorded in a summarized report? 

h. Is there a duplication of this series in your office, or in another office or agency? 
--K!tSdmbB&-- __ll_l _--_-_I._ 

.. 
a; Stet. L ~ w  - ,_-_--ye:.rs. 
b. Stature of limitzson . __years. 
c. Federal law _.___years. 

- . r?. Audit p&od --.years. 
e. Administrative need - -years. 
f. Federal retention instructions - years. 

.~ 

Attach copy or exert of laws or regulations. Explain administrative need. 

68C -' To determine if subject is exempt from'compliance with security provisions 
by virtue of having.1iability insurance. 

--.-II___l_..___l . , 
~, 

- - ~ -  
12 Ap@r~ved Dlspolition lnr,r.Jtzions This agency recommends that the file series be cut off a t  the end of each: 

-. . .  . 
Calendar Year; 0 Fiscal Year: 0 Other ._.___then, 

Q 
0 
0 
R 

1 
Hold in .the current files araa -mcnth(s) I year($); then ? '  

Transfer to  local hciding area; hold L----year(s); then 
Transfer ?a State 'Jewrds Center: hold yearb); then . ,  

Destroy. 

. .  

0 Transftr to State Archives for permanent retention. , - 
0 Other /SpeciF{) 

( e o n c u r  

f ) ~nonconcur C~ 
. . ~  ~ . ~~. -~ ~ ~ ~. - ~~ ~~ ~~ ~ 

These instructions apply to a l l  prior and future accumulations of the series. 

kcommendations in para- 
rapkl2 are approved. 
'f disapproved, attach letter 
f explanation.) 



.Inoluslrr Date, 

1-1-67 t o  81-71 

_. -- 1 ~DE S C R I P T I O I  O T  SIRILS - Include ?or. lo. b Tor. Tltlr. if *nY 

SR-21 is  f i l ed  by Insurance Co. i n  complianFe with Safety Financial Responcibility h w s  
concerniw uroof of Insurance f o r  an individual i n  an accident involvement that is insured 

9 .EXACT SERIES TITLE 

INSURANCE CERTIFICATE FILES 4 R 4 2 1  - 

by the Company. 

A I R U h L  RATE OT ACCUMULATIOR 

L.'.l-.i.. ri1. nr.1.rs 

AVERAGE D A I L Y  R K T r R E I C E S  

5x8 Drawers 300 50 25 
- 

tor., .1-10-11 



13. Is t h i s  the Record Copy 9' the  ser ies?  ;1 6r3 [ I  ,,.. I 
8 .  

1 4 .  Is there' a duplication of t h i s  ' se r ies  i n  another of f ice  or  agency? , -- " I  hrl 
I I 

15. Is the information contained i n  ibis' ser ies  ever s b a r i z e d  or  published? 

16. Does the  ser ies  Gontain c lass i f ied  information requiring security handling? 

[ I  kl 
[ I  €4 

17. Does the ser ies  document pol ic ies  and procedures of agency's operation o r  function? [ ]  b] 
18. Could the  function be performed if the  f i l e s  were l o s t  o r  destroyed? 

19. Is t he  series ( o r  major portion of it) regularly microfilmed? If yes, why? 

[ I  kl 

11 

- [ I  €4 - .  
20. Does the record series p&vide data as input t o  an EDP f i l e ?  

21. Does the record ser ies  contain documentation produced as EDP printout? [ I  bd 
22. Is t h e  &er ies  affected by Federal o r  grant fbnds? ' [ I  €d 

[ I  w 23. W i l l  there  be a need for  these records 10, 15 years from n&? If yes, what? 

24. REQUIREMENTS. The following requires the f i l e s  t o  be kept 5 years : 

a.6iJSTATE b.[]STATUIIE OF c.[]AUDIT d.[]FEDEFKL e.[]ADMINISTRATIVE f.[]HISTORICAL 
LAW LIMITATION PERIOD LAW DECISION VALUE 

(Cite  Law, Statute,  or  other reason for the retention requirement) 
Section 1 ( 92-A ) 

- --- 
25. AGENCY RECOMMENDATIONS. This  agency recommends tha t  the  f i l e  ser ies  be cut off '  at the end 

of each -MCALENDAR YEAR -[ ]FISCAL YEAR -[]OTHER ,then : 

A. []Destroy immediately a f t e r  cut off .  

1 []Destroy. 

< a  

B . m o l d  i n  current f i l e s  area -- month(s)/ 3 year( s ) , then : 

2 [4Transfer t o  records center; hold 2 yeads ) ' ,  then: 

b []Transfer h i s to r i ca l  'material t o  Archives j 
a [dDestroy.. 

, destroy remainder. 
3 [ I ~ e s t r o y  a f t e r  audit ( o r  y e a r b )  after audit) .  

C. []Hold in  current f i l e s  area indefinitely.  
D.[]Hold i n  current f i l e s  area year(s), then t ransfer  t o  Archives permanently. 

E. []Other 

(Indicate b2riefty rationaZe for reconanendations above/or'vrite additionaZ remarks) : 
Archives 

i n  Paragraph 25 

> 


